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25 March 1954 

OFFICE OF PERSONNEL MEMORANDUM MO* 1*2-100<=9 
SUBJECT* Correspondence tilth Applicants 

RESCISSION* OHI li2®XQG®X (3CH52), Correspondence s dated 10 Jim 52 


In Timely correspondence with applicants may seen the difference 
between acquiring an effective new employee or discouraging an individ- 
ual who may discredit Agency recruitment efforts with his associates 
who might otherwise be interested in employment with the Agency© The 
thread of contact is often drawn extremely thin because of the necessary 
handling which a file must receive before a person actually enters on 
duty® Correspondence which periodically informs the applicant of the 
progress of Ms application will do much toward assuring Mm that the 
Agency is doing all it can to expedite his processing® 


2 0 Unless otherwise indicated by the Office of the Assistant 
Director for Personnel,, all correspondence with applicants will be 
prepared and dispatched, by the Correspondence Branchy Processing eM 
Records Division (FED), for signature of the Deputy Assistant Director 
for Personnel® Before dispatching a nm or revised fora of corres® 
poMesce, the Chief , FED, shall determine that it meets the requirements 
established herein and is acceptable to th© Office of the Assistant Dl» 
rector for Personnel© 
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25X1 3® The following minimum requirements for correspondence with 
applicants will be observed* 

a® Upon initial application « includes individuals recruited 
by the Personnel ProeureHsant Division! those who, upon tlxsir mm 
initiative, apply for employment either in parson or by laailf and 
those whose, application was generated either within the Office of 
Personnel or in another Agency caaponents 

Correspondence received from these individuals, shall bo 
answered without delay® Ijmsadiat© acknotfledgeiaoat will be made 
upon receipt of foiBS or other requested material© 
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b© DuKlag^sfeoppiiM^ p erio d '« includes IMi^riduals mho hava 
furnished completed application forms and other documents am 
whose Applicant Folders are being routed to operating components 
by Placement Officers for selections 

Placement Officers shall insure that the applicant is ad® 
r/ v vised at interval® not longer than 30 days, by letter, telegram or 
^(y tele phone, that Ms application is under consideration and that 
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o-mry effort Is being made to arrive at a determination in his 
case© Th© letters will be personalised insofar as practicable and 
should be mitten in a manner calculated to keep the applicant ac- 
tively interested in employment tilth the Agency© The following 
procedure will apply: 

(1) The PlAcesesit Officer concern®! will determine when 
interim correspondence is appropriate and the type of corses® 
poadence to be transmitted to the applicants 

(2) Fora Ho© 37-131* Raquest for Interview or Correspon- 
dence* will b© completed by the Placement Officer and forwarded 
to the Correspondence Branch© He will cheek the ” Otter” box on 
Form 37-131 and indicate thereafter th® particular letter to be 
nrenarsd© A duplicate of this Fom 37-131 will b® filed in the 
Applicant Folder© Copies of standard letters used by the Corres- 
pondence Branch are available to personnel concerned upon requests 

(3) Th© Correspondence Branch will prepare the appropriate 
correspondence* dispatch it* and transmit a copy to the Placeiusiat 
Officer concerned for inclusion in the Applicant FoMer© 

Thui ns ©recessing for eraplomenfe - includes individuals s®« 
looted for eiEployment and for whom security processing has been ini- 
tiated s 

These letters stall bo initiated by tbs Chief* Transactions 
Records Branch* or his dccigneso A latter will fes dispatched 
to the individual Immediately after security processing is initiated 
advising Mm that he has teen tentatively ©elected for a position at 
a stated grade and salary* which conform to rates of pay prescribed 
by the Congress © In addition* the letter will indicate that the 
appointiaeat is costingent upon the successful completion of reference 
checks* physical ©Eammtion and review of qualification® which my 
require up to 30* 90 or 120 days* as appropriate© At least every 30 
days thereafter and until tecsipt of action by the Security Office* 
the applicant will be sent a letter advising him that processing is 
continuing© 

d© IteiQct for security or medical r easons i Correspondence to 
individuals in this group ^.ll“bG“initiatei by the Chief or Deputy 
Chief* FED* or by the Chief- Transactions aad Becords Branch* PHD* 
and prepared and dispatched by the Correspondence Branch© 

o 0 Ketect for otter reasons? The Correspondence Branch win 
prepare anTdispsteh such correspondence upon receipt of the Appli- 
cant Folder and appropriate instructions fro® an authorizod official 
(Ghitsf or Deputy Chief* Placement and Utilisation Division* or 
Placement Officer)© 


en 2 ® 

Approved For Release 2CKBWB2OT 



Approved F^rfft 


elease 2002/08/06 : CIA-RDP80-006>W<000200020012-1 

confidential 


£• EtorMaee^P iaSg TmS.ctioL^d SeSds Bz&nch will 
priato security cleasSnca? Transactio ma advising him 

initiate a letter to an processing 

that his appointment hasbeen of office* signing 

which includes * « t f^i^Wimtion at the 

a loyalty affidavit# < in a final security 
Agency 5 s medical P 9 ?*®** JJ T1 5 *. ttoapplicant to inform the 

interview. ‘This letter uill request .^ p laJicate the time of 
Agency whan he can report addition® it will appropriately adviaa 
day arai place to report® In °**f p-o^ammoRt expense# that 
2 about travel and tTOJioportaUon ^8 “ tar Sthholdings# 

S5 salary is sublet to four weeks after 

that his first pay check uill be v arranged to assist him 
ha enters on duty# and that a loaj ■“ _T * * 

during this initial period of ad^tmeato 

U® Correspondence iZ/ poStlonT of 

jfficor® or to individuals ”**0 service or private en^loyment shall 
importance in civilden for Personnel for signature® 

oe routed to the Deputy Assistant hirecuor 




Georgs' E® 
r ty Assistant Director 
for Bersoanel 


{> loan arrangement will nob fce 
the GS-9 level. 


iacluded in letters to applicants abet® 


Approved For Release 2002/08/06 : ©1/&RDP80-00679A000200020012-1 

0FM 21-54 

i 


25X1A 


CONFIDENTIAL 




